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ASSI STANT FI RE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible adm nistrative and
supervisory fire departnment position, the primary duty of which
is assisting the Fire Chief in planning, organizing, and
overseeing all operations of the fire departnent, in addition to
managi ng those specific fire departnment functions assigned by
the Chief. The enpl oyee of this class perforns the duties of the
Fire Chief inthe chief's absence and supervi ses all subordinate
department enpl oyees. The Assistant Fire Chief perforns public
rel ati ons functions, provides for the production and mai nt enance
of departnent records and reports, and assists wth the
financi al managenent of the departnent. The enployee of this
cl ass takes command of enmergency scene operations until relieved
by the Fire Chief. Duties of this class are performed with a
hi gh I evel of independence, with special assignnents given and
work reviewed by the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned., neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Perforns the duties of Fire Chief in the absence of the chief.
Manages the operation of one or nore assigned fire departnment
di visions or functions. Sets managenent policies, goals, and
obj ectives for the departnent or an assigned function or
di vi si on. Participates in the planning for prograns and
activities of the departnent. Assists in determ ning how the
departnment should be organi zed, including nunber of operating
units and distribution of such units. Observes the operations

of the departnent, evaluates the effectiveness of these
operations, and takes appropriate action to correct or inprove
probl em areas. I nvestigates conplaints against departnment

personnel and makes a recomrendation for action to be taken.

Moni tors and eval uates | ocal conditions which nay becone fire or
saf ety hazards. Recomends changes in departnment operations
which will help the city inprove SO ratings. Keeps informed on
| ocal trends that may affect the fire service when attending
neeti ngs, conferences, conventions, and other educational
nmeeti ngs. Mai nt ai ns  pronoti onal eligibility lists and
interviews prospective enployees. Makes recomrendati ons for
hiring in accordance with civil service | aw

Manages the accounting for the noney and assets of the fire
depart nent. Gat hers and organi zes the data needed to conpile
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t he budget. Prepares and submts the departnmental operating
budget to the Fire Chief. Prepares expenditure estimtes and
aut hori zes the expendi ture of departnent funds, making sure that
such expenditures are in accordance with the budget. Pr epar es

payrol |l records. Purchases equi pnent and supplies, keeping such
purchases within the established budget.

Assi sts in making decisions concerning what information should
be included in all records of the departnment and in determ ning
in what form this information should be kept. Supervises the
preparation and maintenance of all departnent records and
reports such as personnel records, records of activity,
inventory records, or any others which may be required.
Conpi |l es and anal yzes data needed for reports. Conpletes forns
and records, and wites reports required to docunment the
operation of the department, including LFIRS reports and
requests for grants or other special funds.

Wbrks with firefighters’ |abor unions and other unions whose
operations affect the careers of the fire departnment personnel.
Coor di nates speci al projects to enhance the public i mge of the

fire departnment. Coordinates the work of the department with
related federal, st at e, and | ocal agenci es, rel easi ng
information and giving assistance when needed. Acts as
depart nment representative to the news nedia, rel easi ng

i nformati on and answeri ng questions concerning the work of the
fire departnment.

Supervi ses subordinate fire departnment enployees by assigning
wor k schedul es, reviewing reports witten by subordi nates and

provi ding assistance in technical areas of work. Resol ves
enpl oyee conplaints and grievances and counsels enpl oyees who
are experiencing work problens. Oversees and eval uates work

performance of subordi nates, wites enpl oyee eval uation reports
and di scusses work performance with subordi nates and superiors.
Hol ds neetings for the purpose of receiving reports and
di ssem nating information. Mintains discipline by counseling
enpl oyees and recomendi ng di sci plinary action to the appointing
aut hority.

Directs enmergency scene activities performng duties such as
size-up and overseeing safety precautions, and supervising
subordi nate enpl oyees in rescue, forcible entry, ventilation,
nozzle and hose handling, ©protection of exposures, fire
extingui shment, use of sprinkler and standpi pe systens, use of
wat er supplies, and sal vage and overhaul. Directs subordinates
in the handling of energencies involving hazardous materials.
Mai ntains fire ground conmuni cati ons.

Assists in developing a training programfor the departnent and
in insuring that the programis properly staffed and supplied
with resources. Evaluates training needs of the departnent and
recommends outside training to neet these needs when necessary.
Conducts training in pre-fire planning.
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Provi des for the security of the fire scene to prevent danage or
renoval of evidence. Assists arson investigation personnel who
t ake charge of evidence of suspected arson and investigation of
arson fires. Testifies in court when required.

Manages the care and maintenance of departnment firefighting
appar at us and equi pnent, vehicles, communi cati ons equi pnment, and
ot her specialized equi pment and property. Arranges for repairs
and inspects equipnent after repairs to see that these were
properly acconpli shed. Wites specifications for new fire
department equi pnmrent and prepares these for public bids. Meets
with sales representatives to review products and makes
recommendati ons on major purchases for the departnment. Orders
and di sburses supplies and equi prment.

Perfornms any rel ated duties assigned

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements listed bel ow nust
be net by the filing deadline for application for adni ssion to
t he exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States and of |egal age.

After offer of pronotion, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid Louisiana driver’s |icense.

Must be a regular and permanent enployee i the class of
District Fire Chief with at | east one (1) year in the class with
the departnent i mmedi ately preceding <closing date for

application to the board.
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